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INTRODUCTION 



( lAs a leaded of one of the four question- 
nairVtoam^fhat comprise the Needs Assess- 
ment Taskf Force, you will be responsible for 
all of the tfasks associated with the adminis- 
tration of /questionnaires to either students, 
graduates,) parents", orfraculty/staff. ,It is up- 
on the information gathered on the question- 
naires tha^ the Steering Committee will base 
its decisiohs about goals for your school's' 
new career guidart'ce progfrBm. Because the 
inf ortnation you gather ultimately will Heter-C 
mine ttte direction of your new pr raam, ad- 
ministering the questionnaires to object that 
information is an extremely impoftant^ac- 
tivity in the Career Planning Suppbrt System. 

. Qnce it has been'collected, the informa- 
tion will hatfe to be tabulated and displayed 
on tables that should facilitate the Steering 
Committee's understanding of it. Your task 
force most likely will tabulate results, and the 
chart on the next page should help you under- 
stand the timing of surveying ancl tabuffition 
activities. However, don't concern yourself 
with tabulation until the coordinator directs 
you. Procedures for tabulation are in another 
proceduratguide. 

Thejremainder of this procedural guide 
is separaJed into four major sections, each 
section providing procedural steps to be 
carried out by one team during surveying. 
In your capacity as team leader, you will be 
responsible for seqing' that each procedural 



step outlineftjinf the section provided for your , 
team |bts donh. It is necessary that you famil- 
iarize yourself* with the steps for your team 
only . The StUdeht- Questionnaire Team is res- 
ponsible for (1) preparing the Student Ques-. 
tionnaire, (2) giving both the Student and 
Parent Questionnaires to the teachers who 
will administer them, and (3) collecting com- 
pleted Student Questionnaires. The Parent 
Questionnaire Team will prepare the Parent 
• Questionnaire and will collect completed 
ones. The Graduate Questionnaire Team will 
prepare and administer the Graduate Question- 
naire and conduct follow-up procedures that 
should increase,.the return rate of the question- 
naires. Some of the steps involve managerial 
tasks and others involve team-oriented tasks. 
It is up to your discretion as to whether a par- 
ticular procedural step is completed'by your> 
self or by the team members working with you. 
Because CPSS is a system and future tasks in 
the system are so dependent upon the outcomes 
of your efforts, major deviations from the steps 
outlined for your team should not be made 
without the approval of the CPSS^coordinator. 

* The procedural sections for your team can 
be found on the following pages of this guide: 

Student Questionnaire Team — page 7 



Parent Questionnaire Team — page 



1(5 



Graduate Questionnaire Team — page 12 

Faculty /Staff Questionnaire Team - 
page 17 
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NEEDS ASSESSMENT 



Surveying 

Week 



. Coord i rut or prtparts 
materials and 
ontntj task fc*c« 



Taams prtpcrt 
mat an all 



All teams administer 
quastionnairas 



Last waak to acoapi 
Studarft Quastionnairas 

Parant Quasttonnairt 
follow-up mada 

Faculty /Staff follow 
up mada 



Graduate follow-up 
mada 

Last waak toacoapt 
Parant & Faculty/ 
Staff Quastionnairas 



Last waak to accapt 

Graduate Qpasttonn»»r»t 



Tabulation 

Week 



/ 



t^gr 



Coordinator praparas 
materials > 



Coordinator onants 
tabulation suparvison 

Tabulation of Studam 
Quastionnairt bafins tha 
day after admtmstrafton 

Task forca cannot mow 
bayon/Proc Sac A 



Tabulation of Faculty /Staff, 
Parant, & Graduate 
Quastionnairas bagins 

Task f or cm cannot movt 
beyond Proe Sac 0 



Task fores can mow from 
Proc Sac A to othaf 
tactions for tabulation 
of Studam Quastionnairas 



Task fororcan mow 
bay ond Proc Sac D 
for tabulation of 
Parant & Faculty/Staff 

• Quastionnairas 



Tabulation continual 



Task f oret can mow 
bay ond Proc Sac 0 
for tabulation of 
Graduate Quastionnairas 



Chart showjng an efficient integration of sun/eying and tabulation during th'fe same^time period. 
(Dashed lines indicate points at which completed questionnaires can be passed to those doing 
tabulation.)* ' * v 1 



STyDENT QUESTIONNAIRE TEAM PROCEDURES 



Receive the following materials from the CPSS coordinator. 

A. Student Questionnaires (Form No. 1) fc ~ — \ f > ' 

B. Administration directions: Student and Parent Questionnaires (Form No. iX) 

A list of Student Questionnaire administrators and the number of students in 
each administrator's class * 

Receive the Parent Questionnaire envelopes from the Parent Questionnaire Teamjeader 
after they have been prepared. Each of these envelopes should contain one Parent 
Questionnaire (Form No. 2), one Parent Questionnaire cover letter (Form No. 2A), and 
(if your school is using it) one parent brochure (Form No. 2B). There should be one 
envelope for each of the students who will be administered the Student Questionnaire. 

Prepare a packet of materials for each teacher who" will be administering the Student 
Questionnaire. 

A^ Include the following items in each packet of materials. 

1. ,One Student Questionnaire for each of the students in the administrator's 
class (this number should appear on the list of administrators), plus a few 
extra copies ' 

2. One Parent Questionnaire envelope for each of the studentsjn the adminis- 
• trator's class, plus a few extra copies"\ 

3. One copy of the administration direction 

B. Label each administrator's packet with his/her name. 

* 

Prepare for the meeting ypn and your team will have with the Student Questionnaire 
administrators by reading the questionnaire arid administration directions. Contemplate 
questions you think students taking the questionnaire may ask the administrators. 

^Arrange a meeting to prepare the teachers who are going to admmister^he Student 
Questionnaire. This meeting should takfe place one week before the questionnaires are 
to be administered. * 

A. ^ Consider showing AV-1 and AV-2 for a general* orientation if the administrators 
have, not already seen these presentations. 



B. Give each administrator the packet of materials flflkis or her class. 



Read over the administration directions (Form No. 1A) with the administrated 
Emphasize that it is important that their administration of the questionnaires be as 



similar a&possible to both each other's administration and to the administrajrton 
directions. A slow., clear presentation of the questionnaires is essential, Diicuss 
any questions the administrators-may have. . . - — 

D. Read through the*questionnaire items with the administrators. Discuss thy 
.questionnaire, emphasizing any questions you think the students might ask the 

administrators to explain. 1 # 

, * . „ 

E. Ask the administrators to administer the Student Questionnaires to students absent 
on the. day others receive them. Those questionnaires will be picked up by members 
of the team one week after the day of initial administration. 

F. Make sure the administrators understand t^at their students will return completed 
Parent Questionnaires to them. Parent, Questionnaires will be picked up from the 
administrators by members of the Parent Questionnaire Team two weeks after the 
administrators send them home with students. , , 

/ 

Deliver any remaining packets totfiose administrators who missted the meeting and 
familiarize fchem with the Students Questionnaire administration procedures. \ 

* 

On the same day the questionnaires are administered, collect the completed Student 
Questionnaires from the administrators. (The administrators will keep enough unused 
questionnaires to administer to students absent on this day.) 

• 

Secure the completed questionnaires in a safe place to maintain confidentiality, 
allowing only the individuals involved in tabulating to have access to them. 

A. Separate aP Student Questionnaires by grade level and put the questionnaires for* 
each grade into separate containers. 

B. Identify each container with labels similar to the one illustrated below, filling in 
only the grade level space on each container. 



' ' CAREER PLANNING SUPPORT SYSTEM 
STUDENT QUESTIONNAIRE t . 


CONFIDENTIAL 


t 

\ 


tirade T.ovol 




(No. of students who completed 
the questionnaire) 


(Date) 

1 


(Container no.) oX 


(Total no. of 
containers) 

r 



Approximately one week after the initial administration, pick up the questionnaires 
"ompjeted by students absent on the day of administration. 

A, Place these Student Questionnaires in the appropriate containers. 

B. Complete the remaining portions of the container labels. 

Notify the CPSS coordinator of the completion of the student data collection effort 
and return to him/her all unused materials and, this procedural guide/ Also give him/h 
the completed questionnaires in their containers. 



10 



PARENT QUESTIONNAIRE TEAM PROCEDURES 

Step 1 Receive the following materials from the CPSS coordinator. 

A. * Parent Questionnaires (Form Nor 2) - * 

B. Parent Questionnaire dover letters (Form No. 2A) x 

I \ ' ■ 

• C. Parent brochures (Forjp No. 2B), optional 

D. Business-size envelopes * • 

E. A list (^Student Questionnaire administrators and the number of ^bdents in each * 
administrator's class 

Step 2 Prepare an envelope of materials for the parents or guardians of each student in the * 
school. , 

A. Stuff a business-size envelope for each' student '£ parent with one each of the 
following. 

1. Parent Questionnaire (Form No! 2) 

2. Parent Questionnaire cove* letter (Form No. 2A) 

3. Parent brochure,*if your school is using one (Form No. 2B) 

• 

Step 3 Deliver these Parent Questionnaire envelopes to the Student Questionnaire Team leader 
as soon as possible* • 

Step 4 One week after the distribution of the Parent Questionnaire (which takes place on the 
day of Student Questionnaire administration), make an announcement reminding 
students to return the completed Parent Questionnaires as quickly as possible if tRey 
have not done so already. Make available copies of the Parent Questionnaire materials 
to students who either lqpt theirs or never received one. ^ 1 

Step 5 Two weeks after the distribution of the Parent Questionnaire, collect all completed - 

'Parent Questionnaires from the teachers who administered the questionnaire. (The > 
names of these teachers can be found on the list of Student Questionnaire Administrators.) * 

Step 6 \ Secure the completed Parent Questionnaires in a container and allow only the individuals 
involved in tabulating to | have access to them. Use a label similar to the one •ustrated 
below to identify the container and fill in the blank-spaces. „ x '> 



i 

, 6 ' .4 ;'] 



9 

ERIC 



V 11 



CAREER PLANNING SUPPORT SYSTEM 
PARENT QUESTIONNAIRE 

• n. * 

CONFIDENTIAL 



(Date) 



(No. of parents who , 
completed the questionnaire) 



Notify the CPSS coordinator of the completion of the parent data collection effort and 
return to him/her all unused materials and this procedural guide. Also give him/her 
the completed Parent Questionnaires-^ their containers. 
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GRADUATE QUESTIONNAIRE TEAM PROCEDURES 

Receive the following materials from the CPSS coordinator. 

A. Graduate Questioni^ires (Form No. 3) 

B. Gyduate coVer letter^CFprm No. 3A) . ' / ^ . 

C. • Graduate Questionnaire follow-up, letters (Form Nd. 3B) 

D. Graduate Asters (Form No. 3C) >: > 

E. ^ Susiness^size envelopes imprinted with the school's address as the return address 

F. An equal number of smaller envelopes that will fit inside the larger ones and that 
are addressed to the^hool 

G. Postage for both envelopes > 

Select a representative sample of 100 graduates; ^ 

i 

A?* "Obtain a list of the names and ^addresses of those who graduated from' your school^ 
. last year, • ? 

B. If the number of gradiffete& is 100 or less , go on to Step 3. (Your sample, in this 
case, will be all graduates.) - t 

C. If the number of graduates is more than 200 . identify questionnaire participants by. 
using, a random sample to increase the jcfiafices thatthe information you collect will 
be representative of alidad uates, while keeping the work at a-manageable level.. The 
procedure in Substeps 1 through 6,' below, will indicate l\w to choose this sample. 

^(Technically, this is actually a^ystematic sample but it closely approximates a ran- 

*dom sahiple.)*The ejfample tin plage 10 ma^help you. 
1/ Look through the list of graduates and select any name ir> the rrfiddle etf the 
list. There should be no reason for you to select this name other than that it 
is spmewheye in the middle of ihe list'. Places-asterisk .(*) next to this name. 

2. Count down elevefi names^from the name you selected and;circle that namg. * 

3. Count down Eleven names from tTie one you circled and circle that name, also. 

4. Repeat this circling process, using every eleventh name, until you have circled 
100 names. If you reach the bottorh of the list before having circled 100, con- • 
tinue counting from the topagain. f \ 

• 5. If an eleventh name, has been previously circled, circle the ne*t nartie noj yet 
i circled, then continue counting. * » \ 

*6. The persons whose namefc havei>een circled are your sample. 
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D. If the number jof graduates is '100 - 200, follow the procedures in Substeps 1 - 6 
above ljut eliminate every name circled until you have 100 remaining. Those 
•remaining are your sample. * • ' ♦ • ^ 



NOTE: The nuhiber eleven was chosen for use in selecting £ sample because very few 
schoolsmve more than 1*100 graduates per year. Thus, byu^Iig tfie mlmber 
^ eleven, the persons selecting the sample are assured of moimg through the 
. entire list at least once. If your school dogft aye more thm 1,100 graduates 
• ^ on the list, choose a larger number that will get you through the entire list at 
leastonce. > * 



* * * 

Step 3 . Prepare the Graduate Questionnaire roster (Form No. 3C). * 

A. Wrke in the yeair those in yojirsample graduated at the top of the form in the 
space af ter "(jlass of 19 x n 

In the space provided on the roster, ytr\te jn the names and addresses of all 
graduates in your sample. 

In the column marked "Identification Number," number all the names consecu- 
tivelyfrorfi 1 to 100.- Make sure no individuals have been aligned the same 
-number. Thfte numbers will be used to identify those persons who have not 
returned a completed questionnaire so that a follow-up questionnaire can be 
% mailed to them. 




r 



o 

•ERIC 



14 



4 



EXAMPLE: 



Arpino 

Ayers 

Baker 

Barrett 

Beavers 

Benson 

Bobst 

' Brink 
Celina 

QCzothe£ ]> 

Dugley 



Macey 

McGuire 
♦Miller 

Morrison 

Pagorski 

Parsons 

Poole 

Reppel 

Rogers 

Rutz 

Schwartz 

Seufn 
J>hea 

Smith, 
Suddendorf 
Theall 
Tottle 
Vanmeter 
Ward 
Wells 
Woodson 
Wooley 
Wvlev 
( ^arnep 
Zimmerman 



* 



Eleventh Name 



start; here 



t 



Eleventh Name 



Eleventh Name 
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Prepare the Graduate Questionnaire mailing. 



A. Address the business-size envelopes with the'names and addresses of those on the 
Graduate Quest ionndfte roster. * , ' 

B. Write "Please Forward" on each of 4 the large envelopes. 

C. On the small envelopes, whicfv should already have the school's name and address 
printed on them as both the addressee and return addressee, write or stamp 
"CPSS" in the lower left coro?/. * . 

D. Affix the proper postage to each large business-*ize envelope. This postage should^ 
be large enough to cover whatever is required to mail one business-size envelope, 
one^small return envelope, one cover letter, and,one Graduate Questionnaire. 

E. Affix the proper postage to each small business-size return envelope. This postage 

/ should be large enough to cover one'femall envelope and one Graduate Questionnaire. 

• * . * 

F. Number the Graduate Questionnaires consecutively from 1 to 100 in the upper 
right corner. These numbers will be used to identify those persons who have not 
returned a completed questiqnnaire so that a follow-up quest iormaire can be 
mailed to them. % , 

Place the Graduate Questionnaires in the-appropriate Graduate Questionnaire envelopes. 

A. Order the Graduate Questionnaires from 1 to 100. 

B. Qrder the addressed large business-size envelope in the same order as the Graduate 
Questionnaires. In other words, the name on the'first envelope should appear 
next to No. 1 on the Graduate 'Questionnaire roster, the name of the second 

. envelope next to No. 2 oft the roster, and so forth. 

C. Place qach Graduate Questionnaire in the envelope that has been matched to it. 

! 

D. After you have placed a Graduate Questionnaire in an envelope, place a check mark 
. in the rostgr column labeled "Questionnaire Sent" after the person's name and 

address. . { 

Complete the remainder of the Graduate Questionnaire mailing by placing the fallowing 
items into each of the addressed envejopes'already spiffed with one questionnaire. . , 

A. Graduate Questionnaire cover letter (Form No. 3A) 

B. Stamped, return-addressed envelope > 

Mail the envelopes. It is recommended that all Graduate Questionnatfesbe mailed at 
one time. Record the date of mailing in the appropriate space on the Graduate 
Questionnaire roster. Then giye the Graduate Questionnaire roster to the CPSS 
coordinator, who will be monitoring the return pf the Graduate Questionnaires. 
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Step 8 Approximately two weeks after .the initial mailing of the Graduate Questionnaire, 
receive the Graduate Questionnaire roster from the CPSS coordinator. 
* * \ 

Step 9 • Prepare the Graduate Questionnaire follow-up mailing. 

A. Make a check mark in the 'ToJJpw-ujf" column of the Graduate Questionnaire . - 
roster beside the name and address of each person who has not returned a 

, questionnaire. In other W6rds, a check mark should be put in the "Follow-up" 
column for e&ch person who does not have a check mark in the "Questionnaire 
Received" column, > 

B. - Add the number of check marks appearing in the "Fotlow-up" column to determine 

the number of follow-up letters that have to be sent. If youwere not given enough 
materials, for, the follow-up mailing notify the CPSS coordi*fctor, 

C. Prepare another set of materials to beaeqt to each person on the follow-up list, 
including another copy of the Gradual Questionnaire (Form No. 3)^ a copy of 
the Gradual Questionnaire follow-up letter (Form No. 3B), and a stamped 
return-addressed envelope. Weigh this set of materials in a business-size envelope 
or ask the CPSS toordinator how much postage is required and affix the proper 

s amount of postage on each set of envelopes. It isniot necessary to number any of 
the Graduate Questionnaires in the follow-up mailing,- 

Step 10 Mail^^ second set of Graduate Questionnaires to those people who did not return the 
initial Graduate Questionnaire sent to them and write the date of the follow-up mailing 
on the Graduate Questionnaire roster. ^ 

Step 11 Return the roster and all other materials, including this procedural guide, to the CPSS 
coordinator. v - 



12 



ERIC 



FACULTY/STAFF QUESTIONNAIRE TEAM PROCEDUR 



Step t * Receive the following from the CPSS coordinator. 

A. Faculty/Staff Questionnaires (Forni N^d\ 4) 




B. Faculty/Staff cover letters (Form No. 4k) 



. 4 



.Step 2 Prepare a rostfer that lists the names of all faciMy/staff members who are to receive 
questionnaires. Include all full- and part-time teachers, counselors, administrators, 
psychologists, social workers, nurses, and all other specialists and supervisors. I 

Step 3 Paper<liptogtther a cover letfer (Form No. 4 A) and a Faculty/Staff Questionnaire 
(Form Ntf. 4) for each faculty/staff member on your roster. ' 

Step 4 Place a Faculty /Staff Questionnaire and cover lette^in the mailbox of each faculty/ / 
staff member on your raster. / 

Step 5 ' SerVe as monitor of the roster and the'returned questionnaires. 

A. Set up a box or some other container to receive the completed questionnaires at - 
the collection point indicated in the Faculty /Staff Questionnaire co*r letter. 

•, i | 

B. Attach the raster to, or near to, the container sto that faculty/st^ff members can 
initial their names as they turn in their cjuestiojmaires. 

C. Help insure Jhat faculty/staff members initial/the roster next to their names & they 
return their completed surveys by stationing a member of the team near the box 
«b tell them or by placing a sign with those instructions on it near the box. 

4 

Step 6 Pick up the completed questionnaires each day and put them in a secure place. 

Step 7 .One week after the distribution of the Faculty/Staff Questionnaires, contact individually 
the f acuity /staff <m «nber£-who have<not Returned their completed questionnaires. Give 
each" of them another copy^of the questionnaire if necessary. 

JStep 8 , Two weeks after the initial distribution of t the Faculty /Staff Questionnaire, secure the 
completed questionnaires in a stfe place and allow only' the individuate involved in 
tabulating to have access to them. 

A; ^ Put all completed Faculty /Staff Questionnaires in one container. 

B. Identify the container Vifch a labfcl similar to tb^W4Uustrated on the next page. 

A - A. • - 
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CAREER PLANNING SUPPORT SYSTEM 
FACULTY/STAFF QUESTIONNAIRE 








CONFIDENTIAL 

t 








* * 

(No. of questionnaires completed) 

> * 








— ■ * , * 

(Date) ' v 
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C. Fill in the label with the appropriate information. 

Notify the CPSS cootdinMor of the $ completion x>t the faculty /staff data collection 
effort and teturn to him/hefall materials, including this procedural guide. Also give 
him/her the completed Faculty /Staff Questionnaires. , 




